1
[

25XH

STAT

BT

Approved For Release 2005/11/21 : CIA-RD) ;7,9;9(%211R0£0800290026-3
- Ui

Sl ¢
30 JUN 1959

Cheirmap, Ad Hoe Comitiee on C8 Support
Records | ¥

Chief, Becords Disposition Branch, Records Management
gtar?, Mapagewent Staff ,

proposed Unifors Piling sud Disposition of CB Support Staff Records

1. Attached is s records contral schedule proposing
instructions for the uniform filing and disposition of 8 Support
Staf? records. The recomwendstions in this schedule are based on
a review of support records zaintained by FI, PF, 2R and WH.
Peseribed in the schedule are Tlles sost cosmonly found, Various
tickler audt other control type Tiles wnique 10 an individualts
working habits are mot ineluded. -

2., Within the Ctaffs reviewed there Iis congidersble wniforwity
in respect to the types of records paintained, but less in their
£11ing and disposition., This situstion cean be ijmproved by adhering
to imstructions contained in the Records Control Schedule, and
swong the wost significant of these ave the following:

a. The Pile break or cut off. Btaff personnel in geneTal
appear to be very comscious of the desirsbhility of ewmtrolling
records volume, 7o insure guch cootrol the breaking of filee
anmially is recozmended as a2 standard preactice. Fxpevience
indteates thet this method ls more affective and less time
econsuning than relisnce on perisdie seveening. The cub-off
practice zlso expedites reference becauss 1% linits the number
of papers that need be sesrehed. A more detailed discuesion

I_mﬂlniqm can be found in Hanfdhook for Sublect F1ling,

b. The Agency Subject Filln ten. The genersl,
efninistrative Ltype rec s maintained by Chiefs of Bupport
Staffs apd the Sectlons are filed iz various subject arrange-
mentg. In order to standardize these [iliing prectices, the
schedule recommends use of the subjlect mumeric Tiling system
spproved Tor the A In 1954, This systes is operating In
the majority of ID/S and ID/I offices, and new e & are
fnstructed in the system by Clerical Training Siaff/COTR. The
systen is explained in Handbook For Subject Filing, I b
coples of which are attaeched. The Records “anagement Stef? is
prepared to advise and o assist where poesible in the Ingtalla.
ticn of these subject flles and in the training of Tile
custodians .

3. The disposition instruetion recopmended in the schedule
are based in gemeral on those estsblished In the DD/S Area. One

on is that the offices of the DD/S sre the offices
> 3 f"l'- A s ﬁ; SUTTROT Stalfe, This

¥ .g ?;".'—"'5""“; W%iigjgg 2

25X1




STAT

Approved For Release 2005/11/21 : CIA-RRE; 0 211RQ90800290026 -3

a. uumi

procedures and essential transactions carried on by the Support Staffs

in support of Area Divisiop and Senlor Staff activitliea. Another
assumption is that regist fg)or message centers operated by Support
Staffs are not offices of Tecord. Therefore, the records created

and accumulated by CS Support Staffs have only a temporary administrative
velue. The validity of these assumptions will be tested a8 the Committee
proceeds with 1ts work.

"4, The proposed schedule is submitted in fulfillment of assistance
requested in peragraph 3 of the wemo of 25 February 1959 establishling
the Ad Hoc Cowmlttee on CS Support Records. The recommendations 1t con-
teine should be helpful in developing standard Tiling systems and
eventually a properly approved Records Control Schedul d. The Records
Management Staff is prepared to advise in these matters as required.
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